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MM. Of G&l'lIS* PIS Pi hMlh& &MS 

m mmtw» wow i» t»im» s actio* - 



Sub ject of type of Action 
Leave matter# 


June-July- 
Aoguat ‘53 Aag##t *53 
Cable* 


August-Sept. *53 
y.agtorandaKts 


T/o Infonsation It Personnel Reports 
Military rersotmel Matters 
Promotion Matter# 

Travel 

Classification of Position 



25X9A2 


Conversion 
Resignations 
Personnel Evaluations 
racurity Matter# 

Training natters 
Personnel Frocuretsenfc 
Selective Service Matters 
TOTALS 


Average $©* Far Month 
Average H©« Per Month - All Act! 


Chronological Tile# ver© not maintained prior to period# indicated. 
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Security Information 


fsycsi i&cobss mzwiktwffi ffl tks yawsotig^ 


1. Personnel FI. I®# ** Individual petKJonti fH® fcldcra# AWWi(i*4 
i ll i i 1 1 ii | Iji preudo} oa ooeJx individual 

©combine « M slot. Mvided file fcldera* of the typo «mA 
ia ftiraomwl Office, contain documents divided Into few grcupc- 
paraeanal Actions, Travel, Fiscal aatherc end General. 

g. Foal lien Inventory Record - 5*B cards showing dotes of PC®* Se- 
©Srtty"cl!e#rsn^ * 108 of Arrival* &»® leturn, personnel 

actions, (?orade, salary end do to) and 

f tsndard few 10* Position tdentificatioa Strip showing Position 
Title* S lot nmfeer, Series, and grade io need as ** overlay* 

Tble position Inventory card ie unique in the l> ^ #1 ’?* , 
and vac designed to fit the desires ef the VS Personnel * Train 
las Section* la a rula the QF-t*b 1* wed for purposes *f F*ei- 
tion Inventory Record*, though SF -tew T la n«ed In one divioioa* 


u gable i>e 


Pink copies of all outgoing cables m drafted, m 
log is maintained. 


k. Dispatch Log - Fink copies of all outgoing dispatches, £lh:o 
^onoiogtcally by Station So. posting-type leg ie Maintained. 

ju Faraonnel Aotlee Chrono * pink eopies of all lersocnel mtl&m 


a. Ml Control - &*x9* looaelcaf hinder Meting, a# received hr 
wim $ ' d&te _ a«&t to branch* room number, date dae back and date 
sent to Personnel office* 

?* Periodic Fay Increase Me w - Copies of Individual memoranda 

’ of pending periodic pay iaereese, re«^ 
questing approval (bl initials) of ewdact and service fees been 
aatiafaetory. 

0, Pcondo Pile - a four part system constating of 

a, A set of blue cards, 3"*S r , filed alphabetically by true 
name vlth pseudo number . 

b, A loossleaf boob listing pseudos numerically. 

c, A set of salmon cards, 3«*S«, filed alphabetically by 
pseudonym with pseudo number* 
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>flruri,y formation 


A lotttlMf book listing true mm* moaricall? b, pseudo 
naa&er. 


|tfttlfa Ajeiiu FUt - Cdfelee, dlspetehes received fron tfc# fit 14, 
together «itfe tteasoratida ar.e ether papers ©c AeM setters, flies 
chronologically by station. 


Job i —orlgtlons - e consolidated file of classifies tion sheets 
iptlons on division ?/o slots. 


U * f'ersoansl Sets file - * consolideted file of asaerenda 

instruction, regulations' «ncf other ataieritl of a general “Hilary 
reressoasl ns tare. 


|rBiaiBg Record Card - £*x8* eard file indicating ea»e, position 
title, grade, courses entered and completed and mreluatioa. 

13 • t/o files - a eoaselidetsd file of f/c*s, »ee#tfa**nte, chatsre* , 
eorfc sheets, end copies of correspondence pertaining to */“ 
setters. 
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25 j^£Tios*L stamm or m 


m mmim <•» described ty chief. 
Personnel 5 ectioa/&d*in/W&} 


1* Flea and program pereomtoi sad training activities far IS I 

division persoiansl in accordance with CX& and B$>/& policies* this 
will include establishment of a close working relationship with all 
sin. area operational Branches, three Staff Branches, and Chief’s 
office with regard to their specific needs in tarns of future pro- 
crass, as well m current projects. 



2. hecensBtmd to superior the establishment of policies end 
procedures to- disprove utilisation of personnel* 

1* Furnish be Branch Chiefs and case officers guidance, based 
on knowledge of Division personnel assets, operational seeds, and 
various facilities of the Agoney, os recruitment, clearance, assess - 
sent, psychiatric evaluation, utilisation, development, rotation, 
promotion, etc* of Division personnel. 

It* Frepere pcnonstl reports to IM</? Admin. cad to the Far* 
eonnel Office. Prepare and revise Division f/o*s, including pro- 
ject f/a’s* 

$* develop Divisional ertmtatton program, .instructing subor- 
dinates in the techniques of presentation to new employees. 


4* In conjunction with the Office of training end tbs appro- 
priate senior staffs, develop and. inpleaeet training programs for 
staff and indigenous personnel, this activity requires a knowledge 
of Division needs and training facilities. 



be 
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9 . Malatals lialaap with the Security Office <m problems of 
personal cod physical sscority . aaeowaaad * ieieieit policies cob- 
eeraL&g physical security sat iaplweiit those policies. 

10, siaiatala personnel# training* aad cover flies and records. 
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Fsucficw or m nmoma* and tuimm ffmwm 
jmmsrim as nmmux tm>m 


X. Maintenance of earrapt inforaatiofi sod statu# ol f/>«* and 
Position Inventory Record* (noraiOXy For**# OF fefc * iu the la- 
ctanc# of fel - a 5***®** card of fcf. design). 

2* Coordination and review of the rarsonoal svalwatisi* Begwrta. 

3* Servicing and support of Career Service Board Activities Isyi 

o. Providing advance information so returning personnel. 

t». Providing #«K*war infors&stion os numbers# graces# dates 
of grade# » location# etc. of poraannal % career category* 

c. Maintaining control m& feXlew-ug* ©» tt;e application of 
training prescribed by Career service Board Action#. 

4. Preparation and proceeding of $F»gi and #sefe other supporting 
paper# as nay Be retired to aoetmpiish act tc&e 

and aalntain current ieferaation on status of such actions. 

b. Briefing of eapleyees prior to oversea* mvmamt* (Supplarcentel 

to Briefing prided 'fey Central Processing.) 

5. Corresponding with alaacnta of the v& Division, headquarter# 
and field# ok natter# of inquiry, policy interpretation and 
procedural instruction. 

6. Providing routine personnel advice sni.aeaiotanee to m personnel. 
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ram <jb$*t or 

; fiarwy o* the 


25X1A 


tile H 



ton b*«» r*eiews&. «gm amSmm of 
mM 4*t»4le4 Mrnmmm&m# S»M aitfc 


#4 


mw tt«* fat i< ^gf.p|.g eesseffiStM tbs iwoo*®**#®* tloat I® _ „ 

st® iistist tmtm for your aUM* with other mmesmtm obSaft 

atiate to ether parts of Up 


5 


5 *• 

It is felt Utst tbs femtias of a?«rafci**l security, w it affects 
^rsecwMtl jwbl— < » ■SteesM. be a4A*& f&h f * 1W» fas* <*f mmmV^ Me 
Mt beokse as mil «at ftsK swraaM*! mottos t# thsir toy 

te ■tegr «^seim*tsae» $M4*s«te for asyisyoNi ott awtjyWa eaateata eaieh 
laftt&se tin iyaoey is m wmmamsf fmtttim* t**!?!*® o# £M iwsfe&tB* oobobbm-so*: 
aaret sow ttssal orders, sgyllaalftaB* far life iasiw^^, sseitt sotfwroMPS* 

Sufi fpstfooiiag. Cewiitere^le ti* Isas bees «pa»fe Ty the $oHMOiai ts*ta£®& 
sect!* ss swefe asttSOTS# iiss4 tsHHKt tot past sx.peri©i»o&, tbey will eoK-iiaieiR 
to ^lay » byorteat pasrt i» the Solly oeafc l#s 4 . of Wjfet* 

5 <£* 

flag tmmim. t€ wrnmmmfl yteMaaat aMtsa -the safsowsi. staff yeeftaan*, 

'@ee«Ki aa sa resell. Ia»siie4ss .a^fftsattas of ^fes ©ivistim’Q 
Mate is iMiflHMtoMI soft Use <Hli* *Btts i*» of eswrse, perform* is mm.* 
joDgSlas with tbs pmmwtael. *M *m Omm* Serein 

Bcp-pde, lsasl m As£®rmi tmtr-xtimm verntwa frm tfe# 9 /f fmmmml 
Officer ifee C ummt Sadias SowCs, the yiseewst foBttiw aill cootiat* 
t * 'm i^orfesas is the rwsts^icr.t eafi leyisaaaauk of anna fsamasi. 

It 4 mm) 6 fee * payawlfcl Liiy of the *Slelat» ®$ttm to advise 

afeltf* «• tM pioceffieftt #si sUlis*tl€£s <# het h at laa*- 

sal is, tb» fJWWU fistlk s«vl*s is tssspt m # «f Mriste 

ystOOMMll K*ei* eaa4t SiSSts* 



$ i. 


5 c. 


fovii* resort resoi^sa^ umt the fr%ss«d f/$ f^r the psrfs*s»s^^ oaf 
^xtosMl, Mi - tmte iiife fasitioBS t* to wm saws tbss si* islets. 

Bmmm, it mkmit %• sOMI that, tlse sstlrs ,fw 5 S«, 9 tt esS vaapooRmiity *ar 
aws«ri%y sal saw*? riKpii.ipi« il»' servlsss «f osss ffti.i-ti»» e^jiisya*. As 
«t ttee# it i# Silt that tl» pprsessarl siM tsalatsc #aet|«s» is the 
jrqpw ylaet far tail* swsMrtb&iliy to he ss*is»4. 3*s of 

mtmmm ijiiis tMt «CfS«lai «a« woCfiOfsi UtSMa with i4t ^ e@mt 
rivlsitss. «MI %e J«rf*ea^s is m/m* After fi»U cs^l^retlegs of the fables, 
«m »apj| m a afele to ssoaoit & better sl^e« t» esssigs the asvir «swS ssaerity 

af -tetiesL h»_#Siiser istrKS^i *t«ff is. 
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5 «• 

**• it .!*». . ti»t our y^rsoane: law 

»**»>« ^ filiWRi ttkirifc «o*tete sa&flste &®M 

m tmi sa*t it is mmmmy to «a£* ssis Estate® folds?# ** ««f 
laMMMi* Mmmmr} wvmy m ffsrt is imdm to &s*$ tfesss files to % 

I* «4»#rlteeNt siife. svrx*a& WNplrti- ®ss wwi to ««®s e<% 4 «* of pmrtdmm.t 
sstsrtsl is tls* Stetsml ?*%*aisa*$ .flits. 


25X1 C4a 


25X1 C4a 


t *« 


■tali* it Is ***£1**4 tint tfet ssspllatlor*: ©f sasstsimli^i 

w«% i**4 Is « ********* £&rt of * iwiy **»«-«, tb*r mmU mt be t’Wut- 
far tasKtwc « tbs i^artanae m mmmtf&i? sf tie jufe &***&. 4«se* 
o$«b£« a imrn pr^a rtt** of its tU* o& p?bSi 1 *», W*^»-r.- t*f 

*&*!** «M*utl fwstasas fMtkUsr %# U» i^ssacy, ere ast by rule- of- 



S b» 

trails* ®W* ffer pstaoMrl^ tosstHl ©a ttee Metals*. rotation ^afyg«i # 

4N*Ua» *at *ps* fesfc AMtar** r# f* snimmmmni «U «**' 

tnSmm-Mjm eoa*#*©!^ «**•*, ptsMssi i«*v* rs^sirsasstiii, ta*Mwhau& mftmt* 
*** lipiMis* t% la 8*1% Hast t»* t*s« or Ottaii s».ld '%*. t^*g Cirtsuiy 
by la * Wt lusil ardsr a*! smisi to 8s*%rt mod fissa; for 
«* fbe*t |s sin*®' niits«NM9 U mAsM art t««ne& m/Ff an* ass/wj, 

#*4 Flsas-i #*si *§t paMwas' ‘S*| > sf tin *&£.*& ut ****ss$r~ f-y 

# PC®, %s*t slay ««« seal iritis ta tfee ft fcstls®. 
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atist-i** gfejj j lias*#* m'i&mm mi it- $# %iat 

tfa fa i flantaeih th&% thjsaw ftassast 1w #jt tut poaf»f»^»2.. 

is ttat tah* •«*•*■. ^er#'Aai».; *#* itiMisrl 

•*** vfflmx*. it U imit ijmto tki» &MM af tiimwmfm mm 

misttsbtsw^t^d fet tse %txm wt %h& «ar?«y f 

- 3 #u. 

’K'i.«i'jEl»>i.iV.1i &# ■ "'jl ft# ted®*- £## ##$$& %£? % 

ajff fiset* 
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